OPNAVINST 3120.32C
11 April 1994

CHAPTER 8

TRAINING

800. IMPORTANCE OF TRAINING. The training of personnel to
operate and maintain their equipment/systems is a prime factor
affecting the operational readiness, combat effectiveness, and
performance of the command. Of significant importance to unit
readiness are operator and maintenance persconnel in-rate and NEC
training, watch station qualification, and maintaining watch
astation proficiency. The Navy training can be characterized asa
follows:

a. In-rate shore-base maintenance training is a prerequi-
site to fleet unit assignment for certain individualsa.

.b., In-rate operator basgic training is normally accomplished
ashore.

¢. Individual watch station qualification is completed in
the fleet unit.

d. Systems training for operators/teams includes subsystems
training (i1.e. ASW, AAW, repair party, etc.) and total integrated .
systems training {(e.g. combat systems, damage control, etc.).
While subsystem basic training is normally provided ashore,
proficiency training should be accomplished in the fleet unit.
Integrated systems training is conducted in the fleet unit.

e, General Military Training (GMT) is conducted both ashore
and in fleet units.

f. Ship-wide training accomplished through drills such as
general quarters, etc. and exercises. Ship-wide training
incorporates the skills achieved in the above categories and
hones the unit's overall combat effectiveness. Regquirements for
drills and exerciges are set forth in Type Commander directives.
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General Military Training (GMT ind1v1dua1 watch station quali-
fication and operator and team proficiency in aubsystems and
integrated systems.
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801. GENERAL TRAINING POLICIES. Training policies are set
forth in this instruction. Implementation procedures are con-
tained in the various Type Commander training instructions.

B02. CONDUCT OF UNIT TRAINING. Unit training is the responsai-
bility of the command. Although the unit commander is concerned
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with the quality of training provided at the shore facility, he/
she is more directly involved with the performance of personnel
at work and watch stations. While the unit commander c¢annot
control the training provided at the shore facility, he/she does
have control over training accomplished in the unit.

803. THREE BASIC FEATURES OF AN EFFECTIVE UNIT TRAINING PROGRAM:

a. Compatibility. The training program works within the
organization's framework and schedule.

b. Evaluation and Instruction. The training program
requires instruction of personnel and evaluation of their
individual progress and ability to function efficiently and
safely as a team. Division officers must ensure that petty
officers responsible for training and qualifying subordinates
are knowledgeable and possess the practical skills to clearly
demonstrate and communicate the subject matter. The guality of
instruction cannot be over emphasized. Effective training is
accomplished only when learning occurs. The most sure way for
learning to occur isg through high-gquality instruction.
Evaluation of learning must rely on standardization. Answers to
gquestions must be standard and accurate using PQS or other
authoritative references (e.g. tech manuals, NAVEDTRA courses,

etc.).

g8 of training
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¢. Analysis and Improvement. The analys
effectiveness includes cbserving performance of groups and
individuals, comparing results with standard criteria, and

recognizing deficiencies and methods for improvement.

804. REQUIREMENTS FOR EFFECTIVE TRAINING. Characteristics of
effective training follow:

a. Dynamic Instruction. The instructor's preparation and
presentation must be professional and reflect a thorough know-
ledge of the subject, tailored to the knowledge level of the
trainee. Repetition of subject matter should be used for
emphasis only.

b. Positive Leadership. Persons in authority must show an
active interest in the training program which includes attendance
and active participation in training sessions/evolutions.
Division Officers must ensure petty officers responsible for
training and the gqualifying subordinates are knowledgeable and
possess the practical skills to clearly demonstrate and
communicate the subject matter.

c. Personal Interest. Divigion Officers should set
realistic goals and monitor an individual's rate of progress.
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Whenever progress is below normal, the division cofficer and the

responszble petty officer must determine why and take posztive
o ol - [y o T -—

action. Personnel who excel should be acknowle
achievements.

d. Quality Control. The chain of command should reinforce
training by questioning individuals on items that they are
credited with knowing or requiring a demonstration of skills they
have attained.

e. Technical Support. Supervisors must ensure that manuals,
niral nnh1 icationa onarating proceduren, safety nrecautions,
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and other references required for training are avallable and
current.

£. Regular Schedule. Instruction must be scheduled and held
reqularly.

B05. TRAINING MANAGEMENT. The Unit Training Program should
function within the existing organization so that the same
individuals are responsible for readiness and training in their
mission areas. Accordingly, training should be conducted using
the Training Group concept. A Training Group is defined as any
group of individuals requiring similar training. For example, a
division, a gun crew, an engineering watch team, all 00Ds, etc.

806. THE ORGANIZATION FOR TRAINING. The ship's administrative
organization should include provisions for training. (See PFPigure
8-1). Training responsgsibilities for Department Heads and
Agsistant Department Heads are outlined in Chapter 3, paragraphs
310 and 311.1 respectively. Division Officers, Junior Division
Officers and Division Training Officers training responsibilities
are outlined in Chapter 3, paragraphs 361, 362, and 363 respec-
tively. The following organization is required to accomplish
effective shipboard training.

a, THE TRAINING OFFICER. The Training Officer isg an
officer designated by the Commanding Officer to assist the
Executive Officer executing the command programs. This officer
should be of a grade and posxc;on commensurate with the meur-
tance of the unit's training requirements and should be assigned
aggsistants when necessary. The duties of the Training Officer

are outlined in paragraph 303.21.

b. THE PLANNING BOARD FOR TRAINING. The Planning Board for
Training is a board compcsed of the Executive Officer (who is
designated as the chairperson), Department Heads, Damage Control
Assistant, Bducational Services Officer, Training Officer,
Command Master Chief, 3IM Coordinator, Legal Officer, and Chief
Corpsman or Medical QOfficer. The Board is responsible to the
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Figure 8-1. Shipboard Training Organization
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Commanding Qfficer for developing the Unit Training Program.
Board procedures are outlined in the following paragraphs and in
Chapter 3, paragraph 304.16.

c. THE TRAINING GROUP SUPERVISOR. Each Training Group (see
805 above) shall be assigned a Training Group Supervisor who
shall be responsible for the administration of training within
the group.

d. TRAINING TEAMS. Training Teams shall be established
when necessary to ensure standardized training and evaluation.
Training teams may be formed to cover a functional area (e.gqg.,
naval gunfire support, ASW/AAW tracking teams), or they may cover
emergent requirements (e.g., ships force overhaul management
support teams).

807. SHIPBOARD METHODS OF TRAINING. There are a variety of
methods to chose from in conducting shipboard training. The
selection should be based upon the method which best meets
training objectives. The use ¢of standard lesson plans is
encouraged for formal, structured training.

a. ON-THE-JOB-TRAINING. Officers and senior petty officers,
in their daily association with subordinates, must encourage
professional development. On-the-job training (OJT) is a
perscnalized means of teaching and developing professional
skills. All OJT must be high quality, correct, and monitored.
OJT results can be measured quickly, effectively, and informally.

b. TEAM TRAINING. Team training in watch/battle station
asgsignments is besat accomplished through drills and exercises,
inport and underway.

¢. SELF STUDY. Effective training can be accomplished
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through Selfﬁnuuux. Self study materials are available in
correspondence courses, onbcard training packages, computer
aided instruction and other individualized forms of training.
Although these materials are designed for self-training, tutoring

should be provided by supervisors when necessary.

d. CLASS ROOM. (Class room training is most effective when
there is a need to provide and digcuss information and instruc-
tion under controlled conditions.

808, UNIT TRAINING PROGRAM. A Unit Training Program shall
consist of the following:

a. Shipboard Non-Tactical Automatic Data Processing Program
{SNAP) and/or
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b. A Long Range Training Plan.
¢. Quarterly Training Plan.

d. Training Accomplishment Records.

the basic instrument for informing personnel of training goals
and operating schedules. It will provide the framework for
developing the Short Range Training Plan. The Long Range
Training Plan shall include:

809, LONG RANGE TRATINING PLAN. The Long Range Training Plan is

a. The annual employment schedule (similar to Figure 8-2)

b. A list including frequency of all required examinations/
ingpections/certifications/assist visits (similar to Figure B8-3).

¢. A list of all TYCOM required exercises including
periodicity and the date they were last conducted (similar to
Figure B-4).

d. A list of off ship school and Navy Enlisated
Clasgification (NEC) reguirements including which personnel hold
these qualifications (similar to Figure 8-5).

e. A list of all lectures and seminars appropriate to each
Training Group. This list should include, as a minimum, the
Fundamental and Systems topics from applicable PQS (similar to
Figure 8-6).

809.1 LONG RANGE TRAINING PLAN DEVELOPMENT. The Training
Officer and Department Heads are responsible for developing and
maintaining the Long Range Plan. The Department Head shall
consolidate the information required for the Long Range Plan for

all the Training Groups within the department and forward the
Department Long Range Training Plan to the Training Officer.
The Training Officer will consolidate the Long Range FPlans
received from each department, add all unit level training
requirements (e.g. general military training (GMT), indoctri-
nation training, etc.) and present it to the Executive Officer
-for review and the Commanding Officer for approval. Once
approved by the Commanding Officer, this consolidated package
will become the Unit Long Range Training Plan and a copy of

The Training Officer is responsible for maintaining the Unit's
Long Range Training Plan up to date and should be provided with
updated information pericdically at the Planning Board for
Training. The Long Range Training Plan, when updated regularly,
provides the unit with a dynamic management tool.
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REQUIRED EXAMINATIONS, INSPECTIONS, CERTIFICATIONS, ASSIST VISITS

DESCRIPTION DATE DUE DATE SCHEDULED
OPERATIONAL PROPULSION PLANT EXAM /86 le-1l ocT 86
3-M InspECTION o\| 91
CoMMAND INSPECTION 03 (81 0387
INSuRY UM\ 05|88
|
Y

Figure B-3. Sample Exam/Cert/Inspection/Assist List
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EXERCISE NUMBER AND TITLE PERIODICITY DATE (S) CONDUCTED
M0B-E-1-R TQX - QuAETEL TRX- \/\9[BG
LoSS OF MAaIN FEED COMTROL SELEX - OWKE / CYCLE SEwx~- 73133
MOB-E- 2-R TRA- QUARTERLY TRX- '\;\Gft‘.?-_
HiGH WATER IN BOWER SELEX- ONCE /CCLE _SeuEx- 12{20)235
MoB- E-3-R TRY- QUACTERLY TAx~ M01%e
LoW LIATER 1N BO\VER SELEX - ONCE fCHCLE seuex~ 73|85
Wnel- €E-5-R TRY - QuAaTER\Y Tax-  Yio(36
LOSS OF BOILER FIRES SELEX- ONCE fOYCLsE | _selx~ 122833
Mop- € -T-Q TRX- QUALTELLY “Rax~  Hofl
BOWERQ EXH OS] FLAREDACK, SELEX ~ QU /OIUSE SELEX~ 12{2¢|55 ]
MoB- G-8-R T - QUALTERLY ™mx- Higw I
MATOR Rug.. AL LEAK ‘SEALEY ~ QWKE /CHCE SEAEX- 17]v%[¥S _
MOB-E-9-R TR - QUARTERLY TRX-  Lu%C
FIRE W) BOWER AlQ CASING SELER - OUCE [OCAE SE\EX- TI3(8D
MoB-E-10-R TAX - QUARTELLY TRX- 108
LOSS oF CONTROL AR SEALSK ~ OnKE [CCE SELEX - 12{2C|T%
MoB-E-1+R TRY - QUARTEALM TQx- _z/' 12{30
WHITE SHOKE SELEX - ORE (CrUUE seex- G165
H0&-E-i1-R TN~ QUARTERLH TQx- I
LOSS OF VAGAIM | WaT COMDEMSER SELEX ~ OXE [CVCAE SEAEX- 122uid5
Moa-E- 13R TRXY, ~ QuALTLALM Tax = |19|5:
VMUSULAL NOLSE (\RaadTion IV HAIN BIGWE | SEER - 0OCE [CHUE SEMEX- {3195
MoR-E- R TRY - QUATKTAM TRX= LY
TARWED T\iﬁé_lﬁ-E e SelEX - C‘)\I;Eif.i‘ﬂ'ls SEVE - \Z2j2¢i D5
MOR-E-15-Q TRX = QUALX DA ™e- %%
L HOTeRAQNG SELEX - ONCE [CHCLE SR~ 1) 4UKS
HOG-E-10-R TAX. - QUAZTEQLY Taw- 12 %o
| _LOSS R LUBE on. PASISulE SeLEw - o0E (US| Setew- Jliles
Mea-E-R TRX - QuALTLLLY TS
MATOR LIBE Gt LERAK o _|SEAEX- ONCEJOXUAE | seuex- \z|]¥d
Hod-E~10R TRX- QualTee\M TRY~ /165
LOSS OF VAULUM - AUR COMOBRSER | stied- OWKE [CYC\E s.-a.aa-*.-L‘.Juzc;s°
HoG- €19 [Tax- avasteny TAx- 2129
WOT QEALING * 3STG . _|seex- owksfotoe SEUEX- 12]20(8S
MOB- B . 20-R T~ QUARTERLY ™Y~ MSe
LAsS 06 L.0. PRESIUAS - S5TG . SELEY = OWCE [eyas saex- T[ITS
HoB-§ -1 R TaxX- QuagyerLy Tex - \{QEe
L0.\CRX - SSTG - SELEX = ONCE [V sewExs 73198
mod- € -22-R Tox- auAeXELY TRY- 10{¥>
CLASS ‘¢! Q€ 1) SWBD SELEY - OWCE [CHOAE SELEX~- _ 3155
HOG-€- 13-R TR QAT TAX - 123
CAASS 'O RRE 1) GR)ELTTDR SRAEX - ONCS /NGE SELEX~ TL'["'
Wwol-C~ 10-Q TOW - AMAAL Tax- “\i Y- I
AU DoweR TAL SELEX- Owcs [OXUAL | SmEx- ojiofss |
MoB- 8- T\ -Q TAX- SCHA- ANNUAL TRx = V3=t I
ECoMoHY TRIAL SRLEX - OnKE | CYCLE SELEX- 1M (35
T

Figure 8-4. Sample TYCOM Required Exercises List’
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_ENGINEERING

DEPARTMENT

'OFF SHIPS SCHOOLS AND NEC REQUIREMENTS

SCHOOL/NEC REQUIRED | NO. REQ. WHO ATTENDED EAOS/PRD
D e A £53-0083) % BTCS A.A.ALFA 4|9
BTy ¢.C.CHARLE %8
AR T 2 RTC B.8. BRAVO 3|87
BT4 D.0. DELTA 1|89
S A 004y b BTt B.E. MO 1|89
BT{ C.C.CHARLIE 9lee
@71 D.D. OEwA \|89
BT12 .. FOXTROT 3]90
RT2 G.G. GOLE 4{a1
BT2 H. M. WOTEL (68
P R e ey oA y\ MMl R.R.ROMED a(et
MMZ S.S. SIERRA 12{89
S o e T01- 0036y, % HT2 T.Y. TANGO \[88
HT3 W.W. WHieKY 5{%0
°2£‘$oi'-.“° e ooy | ! 1C2 M.M. MIKE TVEY
i Scirrn Wi 1 \c3 P.p. PAPA \0[e7
NEZ&'T,OE:C - 198- 0020 { 1L MM Mike 119!
"?&%ﬁ"ﬁ?‘amm' | \t3 0.0.0scAR 7181
el hre ol i { 1c3 ©.0. PaPa \0[ 87
A-4f-000 ! LTTG C. WilliaM 12)88
A~ &95-0031 (WNSY) DCAS 3 \TTG €. WiLLIAM 12{88
HTC NN NOVEMBER b(89
HT1 W.W.WilLianms 3|0

Figure 8-5. Sample Required Schools/NEC List
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FOR B DWISION

BA_Mecuanica ThEORY
B2 Bower TheoRyY

83 ENGINEERING SAFEV
84 Basie Steam Svae

85 BoueR SYSTEMS
B FUEL O STRVICE SVSTEM

81 COoMBUSTIoN AR

B8 Mam STead SysteM

BO 1200 PSI AUX STEAM SNSTEM
B0 00 BS1 AUX STEAM SNSTEM

M Miewru s Ar-m YAes o, s mes Cwrw=L L
Hil =XEVLLED WEho\udE SiTAN

B12 Propursion Turees /RED Gear
813 MAIN CONDENSERS

Bld Sw CARC SystemMs

BIS MAW CONDEMSATE SYSTEM
Blo MpN AR EECTORS

Br1 Mam £ Aux Glland STeEAM
Bi8 1p/FwW DRAWN COLECTING
319 HMam Luge 0w Sysrem
B20_Aux Conpensens | SW CIRS
B21 Aux Conpensate Svysted
A2 Aux AR E1sTIoRs

B23 Aux_GLAMD EXHAWST

824 CH

BAS | A YEED # MU a amei Az
MAnd LU ATSR S WARIFLC AL LION

D26 LD AR QYSTEM

B27 _SHIRE SERVICE STEAM
BB FLASH TYPE DISTWLING PLANT

B29 MAIN SHAFTING  BRGS, Props
B30 MAN DRAN SvSTEM

831 FIREMAIN SYSTEM
832 Pgranie WATER SVYSTEM

833 Bauast, DEBAUAST STRIPOING
B34 ReSEQVE FEED

835 F0. Stopact ¢ TRANSFER
836 UP AR SYSTEM
837_BeoMing FEED

538 ARL SYSTEM

339 TeCH ManuaL Use
B4O0_NAaWE MAWTEMANCE

B4t DAINTING § PRESERVATION
P42 _EOSS USE

843 \LAGGING

a4 Dia INDICATOR USE

345 MUOC PROCEDUMRES

B4o Hat /Cab CHECKS

847 Twin AGEMST SNSTEM
p4g_EEBD

349_HeARWNG CONSERVATION
B5o HEAT SIRESS

Bsj_Lige OiL MANAGEMENT

852 Bouer \Av-up McTHODS

Figure 8-£. Sample Training Group Lecture Topic List
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810. SHORT RANGE TRAINING PLAN. The Short Range Training Plan
is the mechanism for planning and scheduling training. Effective
scheduling requires careful attention by the chain of command in
order to minimize conflicts and to maximize opportunities. The
Short Range Training Plan shall include the following.

a. A Quarterly Employment Schedule (similar to Figure 8-7).
b. The Quarterly Training Plan (similar to Figure 8-8).

c¢. The Monthly Training Plan (similar to Figure 8-9).

d. The Weekly Training Schedule (similar to Figure 8-10).

810.1. OQUARTERLY TRAINING PLAN. During The Planning Board for
Training in the month preceding an upcoming guarter, the
employment Schedule to the board members. Using this schedule as
a guide, The Planning Board for Training shall develop brocad unit
training plans for the upcoming quarter. The purpose of this
Quarterly Training Plan is to indicate, to the Training Groups,
unit plans that may affect the scheduling or conduct of Training
Group training. Once the Plamnning Board for Training has
developed the unit Quarterly Training Plan, Department Heads
shall add any additional broad department plans, and provide a

Myodniney fArvanm wWithim Fha Ranartmnn.— Mysirmimer
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planning and scheduling for periods shorter than the guarter will
be on a Departmental level.

810.2. MONTHLY TRAINING PLAN. Using the Quarterly Training Plan
as a guide, each Training Group shall submit a propgsed Monthly
Training Plan to the cognizant Dbepartment Head not later than the
last week preceding the upcoming month. This plan shall indicate
what training is to be conducted on specific days and who the
instructor will be. The Department Head will review and approve
each Training Group Monthly Plan. The Department Head will keep
copies of all the department's Training Group Monthly Training
Plans and use the compiled package as his/her primary tool for
scheduling training at the Planning Board for Training.

810.3. WEEKLY TRAINING PLAN. Each week after the Planning Board
for Training, the Department Head shall provide each Training
Group within the department a copy ¢of a single Department Weekly
Training Schedule. The single schedule shall include all
training applicable to the Department. No changes to this weekly
schedule should be made without approval of the cogmizant
Department Head. Thisg schedule ghall indicate the time and
location training will be conducted.
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QUARTERLY EMPLOYMENT SCHEDULE
QUARTER, FISCAL YEAR
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Figure 8-~7 Quarterty Employment Schedule
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QUARTERLY TRAINING PLAN
2ND QUARTER, FISCAL YEAR 1986

TANuAQY FERRUAQY MAQCH
“ . In 'm FL li 10 2] 14 3 T} w 1] 3
fprdrd et terer e e deeypodotonea by eentrpadbabellaty IETERAE AN IR RN AR NN NI NN N
FIRST AD " 1sT-oN B-0W  A-DW g S-DW R-DW DWW G-Dw aT-0wW B-OW A-pw MoDv S2-DW
LECURES amp-py  R-DW E-DW  st-ow  S3-DwW o-DWV  AT-DW  uo-DW DWW E-DwW SILDW 53-DW
—
AUL HANDS & S, 3 & o
) V) ‘?
LECTURES & @"i‘? '3 858 ff;"d\
(v q"d’s AL
GENERAL S @;so 02 8 GQ P
MILTARY TRAINMG [P sﬂ:}’ $ 5 éi.,i’
(eccrvh F& S 35 S C
DC PERsovuel. SML SAFETY T
S“E :p""'m ’ mmfhs il oUHMPILS  hSeacniod - i
(os-2) Dowiv (o)
BNGhEEING &IEI&U MM BT [Ew sR8L (FERTIL S
DEPATTMET PREPS FoR BoAROS Fentivay
PLANS SHY (Pasany ToO MTT ock
WEER OF 3/r1) _ Sidlunons

SRR LS LRRRL

SARAREURARASILRAN RS LARLEREARREAR

ARAN!

TTTTH]

TTTTITITTITU R RTRRAT TR

Figure 8-8 Quarterly Tralning Plan
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MONTHLY TRAINING PLAN

MONTH OF _ MARCH 386 _ TRAINING GROUP B~ DIUSION
SUNDAY MONDAY TUESDAY WEINESDAY THURSDAY FRINAY SATURDAY
N N I -
— S R I
A 3 4 5 [ 7 8 I
BS-1200® Aaux | TMOW ORAL  |B3S- F.0. XRER BY LJL B38- ABC l
STEAH SysteM BOARDS AND STORAGE ORAL SYSTeM
872 HoteL. BY2 Gowr G0aRrDS B8T1 DELTA
2 \0 i T 3 1a TN
Ba% E0ss HMMOW ORAL W’m{ WOt | BTow ORAL | BAB MLOC LIGHT ~OFF
use BOARDS H B0aRDS | PROCEOURSS |yyeepuny M |
T wWinLox BTcs ALFA LT wilcox 317 FOR MTT
™ §] w | e T A 22
UNDERWAN_EMGINEERING MogIR TRAMING TEAM VIST .
BS0 - HEAT STRgss PQS EVOLUTIONS § CASUALTY oy ORiLLS |
B2 FaxTROT
3 24 2s e T ) LTS 29
B3 Baner Eoow B4©- EEBD MU MESS | Bd40- VaweE
X ORAL QOARDS ORAL BOARDS | HAWTEDANCE
ek &11 o BTCS ALFA
30 31

SUBMITTED BY: W/. W/ Wilcan 'u,, us/

B- DWiS\on OFRiCER

APPROVED BY:

Fipure 8-9 Sample Monthly Training Plan
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Sample Weekly Training Schedule

THURSDAY

| O3S FIRST aid
LECTARG B Tnv
HESS DECS —
Wl DL

1500- DU B3
LURMTARAS W LA
PROCEOURSS FOk
SATUADAY UGHT
o

a0 - BToul oeal
B OARMD (W
CHWRFS MESS

i w2 22 s ammm s

eesomemmmmopm e

| [
| FRIDAY SATURDAY
-] L. s
DUy Secnon
pLLe
| DK BsIgER,
EXEACISE goTd
FRE ALY AND
QA TEA
230-DWTRMG fm=eem - e - -
A-A3T aw oaw | 1506 LeHt PRes |
Borr Juok | WA conER- |
Eng pERQs Lo _ "I
B4S Mo T VST
?_;W":ﬁsw WEXT WESY —
AS MLC | ALLD\WOFES
Megmmmm ENWARE DoesodiiL
| LT WicDX ARE 2aILFLD OM
SCHLOUE
| €- €V1 SsTAS |
| L SwoP
I W
Q. A4 TAUL

D!?.}"AI{I'MFNI‘ _E_%}k_)EERl\JG

HT S\op
TI0 WIMAKY

I
I
I
I
I
|
l
|
I

!\o«wumm

eﬂ&nnEER

v66T TTIAYTT
J2ZE“0ZTE ISNIAVYNGO



OPNAVINST 3120.32C
= 11 April 1994

811. TRAINING RECORDS. Training records must be kept to an
absolute minimum and need only be maintained to show what
training has been accomplished and what remains to be done. The
true measurement of training effectiveness is performance, and
the basic objective of the record is to assist in accomplishing
thig in the simplest way possible. All training may be recorded
on a General Record Form Type II (OPNAV 1500/31) (Figure 8-11).
This record form will also serve as an attendance sheet.
Additional training records may include General Record Form I
{OPNAV 1500/30) and General Record Type III (OPNAV 3100/32)
dependent on the format deemed appropriate. Each Training Group
Supervisor shall maintain records for personnel assigmed to his/
her group. Training records shall be retained for an individual
for as long as he/she is assigned to the unit. PQS documentation
will be maintained following NAVEDTRA 43100-1C, The PQS
Management Guide.

812.° PLAN, SCHEDULE, AND RECORD MAINTENANCE. All training
plans, schedules, and records may be either typed, handwritten,
or maintained on automatic data processing/word processing
(ADP/WP) systems (e.g. Shipboard Non-Tactical Automatic Data
Processging Program {(SNAP)). The use of SNAP simplifies training
documentation, reduces bottlenecks at administrative offices,
increases available access, and its use is encouraged. The
retention period for training plans and records may be specified
by individual commands or type commanders as appropriate.
Training plans should be retained long enough to assist with
planning for the training cycle.

813. PERSONNEL QUALIFICATIONS STANDARDS. The Personnel
Qualifications Standards (PQS) Program is designed to qualify
officer and enlisted personnel teo perform portions of their
aggigned duties. A Personnel Qualification Standard is a written
compilation of the knowledge and skills required for a specific
watch station. With PQS, knowledge is required and skills
demonstrated that verify a trainee's readiness to perform a given
task. PQS also provides a record of progress and final certi-
fication. The trainee's operational supervigsors provide both
training assistance and quality certification during each step of
the learning procesa. PQS is an integral part of a units overall
training program. HNAVEDTRA 43100-1B (The PQS Manager's Guide)
describes the integration of PQS into the training program of
operational units.

814. INDOCTRINATION TRAINING. The performance of officer and
enlisted personnel ¢an be enhanced by command indoctrination
programs for newly reporting personnel. Thesgse programs must
'clearly state command policy and, at the same time, inform the

individual that he is an 1mporr.anl‘. part ¢f the command. The
"welcome aboard"” needs to be effective and ongoing.

Enclosure (1)
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GENERAL RECORD (Type 1)
OPWAY FORM |500-31 (10-80)
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Figure B-11 Sarnple Training Record
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OPNAY FORM |800-31 (10~80}
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Figure 8-11 Sample Training Record (Cont.)
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814.1. CONTENT OF INDOCTRINATION TRAINING. The indoctrination
training should include but not be limited to the following
topics:

a. History and mission of the command

b. Unit's routine and regulations

c. Total Quality Leadership (TQL)

d. Pergonnel proceduresg

e. Educational Services

f. Career benefits

. Legal Services

h. Morale and religious services

i. Equal Opportunity/Human Resources Management

j. Drug and alcohol abuse

k. Medical and dental services

l. safety

m. Security

n. Vehicle regulations

0. Energy awa;eness/environmental control rules

p. Standards of conduct

g. COmbudspman program

r. The Maintenance Training Improvement Program {(MTIP) shall

be utilized for aviation ratings as designated by Air Type
Commanders.

815. RECORD OF PERSONNEL ADVANCEMENT REQUIREMENTS. One of the
prerequisites for advancement in rate is completion of Personnel
Advancement Requirements (PARS). A record of PARS completion is
required to be maintained for enlisted persons assigned to the

command .

Enclosure (1)
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816. GENERAL MILITARY TRAINING. A unit's General Military
Training Program will be developed using the guidance provided in
OPNAVINST 1500.22D Genmeral Military Training Program. This
instruction provides a list of General Military Training (GMT)
Topics and a planning guide that provides a basic outline for
each of the GMT topics. Scheduling and record keeping shall

follow the previously discussed methods.

817. THE DIVISION OFFICER'S NOTEBQOOK. Division Officers are
required to maintain a Division Officer's Notebook. It may be
maintained on SNAP I/II or through hard copy forms and will

vl S e EmaTcsral vads ey arnd myal{fFsmard 1 *m .
cgntain perscnal, training, ang gua.Lilicatioeon information for

assigned personnel. Applicable portions of NAVPERS 1070/6,
Division Officer's Personnel Record Form, Figure 8-12, may be
used to record this information.
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DAVISION OFFICER’S PERSONNEL RECORD FORM

PRIVACY ACT STATEMENT

Aythgrity 10 tequest the information i tha form i derved from § United Sates Code 301, Departmentsi Regulstions Purpote of this lorm o
to provide the Division Officer with readify accessible data concerning personnel in histher division. The information s used by the Dwvision
Offiter 1o manage and administer hisfher personnel; to determime traning needed; to record traning completed; 10 mantan readily
accessibie data concerning performance, work asugnment, and other personne! data 10 enable the Division Officet to guide and counse! those
asugned to him/er. Disclosure of the tollowing items of intormation an this form s mandatory: name, rate, SSN, local address and phone
number (if applicable), wark center /berthing /bunk number (if apphcable} Disclosure of the following tems of information s voluntary;
reenhstment IMEnLIoNs, tate denied, special quabhicauons, name of spouse, names and sages of chiidren. Other nems of information may be
obtained from member's service record Failure 1o provide those requured stems of information isted above may result in administrative
action being taken: no action will be taken if the indwidual refuses to disclose those voluntary items of information

NAME RATE USN SSN NEC /PRIISEC
USNR

DEPT 1 DIV WORK CENTER DUTY SECTION BERTHING BUNK /LOCKER #

DATE OF BIRTH RELIGIOUS PREFERENCE BECURITY CLEARANCE / ACCESS

ADEBD DATE REPORTED PARD EAOS ju.S CITIZEN

GENERAL QUARTERS STATION UNDERWAY WATCH STATION PHYSICAL READINESS TEST

SRECIAL QUALIFICATIONS QR INTERESTS

PERMANENT HOME ADDRESS AND PHONE NUMBER LOCAL ADDRESS AND PHONE NUMBER

MARITAL 3TATUS nO OF DEPENDENTS NAME OF SPOUSE: MuITARY [T

NAMES AND AGES OF CHILDREN

NEXT OF KIN RELATIONSHIP ADDRESS AND PHONE NUMBER

PREVIOUS DUTY

DATE REPORTED UNIT DIVISION DESCRIPTION OF DUTY

PERFORMANCE TRAITS

EVALUATION RATE KNOWLEDGE RELIABILITY MILITARY BEARING | PERSONAL DIRECTING OVERALL
DATE BEHAVIOR fVALUATION

NAVPERS 1070/ (Rev 12-86) 5™ 0106-1F-010-7036
Figure B—12 Division Officer's Personnel Record Form

8-22
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DIVISION OFFICER'S PERSONNEL RECORD FORM

PRIVACY ACT STATEMENT

Authonty to request the information in this form 1 derved from § United States Code 101, Departmental Requlations Purpose of this farm s
to provide the Division Offecer with readily accessible data congerning personnel in tuwher division  The informatn s used by the Division
Othicer 1o manage and agminister hisfher personnel; 1o determmne training needed; to teCord traiming completed; to maintain readily
accesyble data concerning performance, work assignment, and other personnel data to enabie the Diviion Officer to guide and counsel those
asugned to hummer  Disclosure of the following inems ol informatian on thes form s mandatory. name, rate, $5N, local address and phone
number (if applicable), work center berthing /bunk number (1 appicable} Diciosure of the foitowing tems of information i voluntary;
reenlistment intentiony, rate dewred, spetidl qualifications, name of spouse, names and ages of children Qthes items of information may be
obtained from member's service record  Faslure to provide those required items of information histed above may resuit in administrative
action being taken: No acuon will be takenif the inchvidual refuses 20 dnclose those voluntary stems of information

NAME RATE USN SSN NEC/PRIFSEC
USNR

DEPT sDIV WORK CENTER DUTY SECTION BERTHING BUNK /LOCKER #

DATE OF BIRTH RELIGIQUS PREFERENCE [SECURITY CLEARANCE / ACCESS

ADBD . DATE REPORTED PRD EAOS U S OTHZEN

GEMNERAL QUARTERSSTATION UNDERWAY WATCH STATION PHYSICAL READINESS TEST

SPECIAL QUALIFICATIONS OR INTERESTS

PERMANENT HOME ADORESS AND PHONE NUMBER

LOCAL ADDRESS AND PHONE NUMBER

MARITAL STATUS

NO OF DEPENDENTS

NAME OF SPOUSE /MILITARY []

NAMES AND AGES OF CHILOREN

NEXT OF XIN

RELATIONSHIP

ADDRESS AND PHONE NUMBER

PREVIOUS DUTY

(DATE REPORTED |  UNIT

DIVISION

DESCRIPTION OF DUTY

l

|

PERFORMANCE TRAITS
EVALUATION RATE KNOWLEDGE RELIABILITY MILITARY BEARING } PERSQONAL DHRECTING OVERALL
DATE BEHAVIOR EVALUATION
NAVPERS 1070i6 (Rev 12-86) 5/N 0106-LF-010-7036
Figure 8-12 Division Officer's Personnel Record Form (Cont.)
8-23
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